Create and View Reports (including the Award

Notification)

Scope

The LEAP/SLEAP system will generate a Notification of Awards report
that isin the layout of the Grant Award Notification Form. The
LEAP/SLEAP Financia Partners Channel will produce award notices and
send them to the States/Territories.

System References

N/A

Policy

N/A
Responsibility
SFA LEAP Manager
Distribution
Owner ship

N/A
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Activity Preface

N/A

Create and View Reports (including the Award
Notification-SFA LEAP Manager

1. Signontothe FMS using the SFA LEAP MANAGER responsibility.
The following Navigator Window appears:

[E3 Navigator - SFA LEAP Manager

Action Edit. Glien; B folder Special Help

Functions

Others:

+ Inguiry
SFA Account Mapping
SFA Directory Maintenance
SFA LEAP/SLEAP Form 1288
SFA LEAP/SLEAP State Form
SFA LEAP/SLEAP Business Rule
Others

Auld Hemowe

Close Other Forms

2. Double Click +Others in the Navigator Window or Single Click
+Others and Click the Button at the lower right corner of
the Window. The +Others menu expands to show Request, Profile,
Concurrent, and Change Organization.
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Egahla\rigatur - SFA LEAP Manager

Action  Edit Glens Go EFolder Special _ﬂelp

Functions

Others:Requests:

Standard Request Submission and view requests

Inguiry

SFA Account Mapping

SFA Directory Maintenance

SFA LEAP/SLEAP Form 1288

SFA LEAP/SLEAP State Form

SFA LEAP/SLEAP Business Rule
- Others

Profile
Concurrent
Change Organization

Hemove

Close Other Forms

3. Double Click +Requests in the Navigator Window or Single Click
+Requests and Click the Button at the lower right corner
of the Window. The Requests menu expands to show Run, View, and
Set.
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Egahla\rigatur - SFA LEAP Manager

Action  Edit Giiery B0 Folder Special Help

Functions

Others:Requests:Run

Submit requests

+ Inquiry
SFA Account Mapping
SFA Directory Maintenance
SFA LEAP/SLEAP Form 1288
SFA LEAP/SLEAP State Form
SFA LEAP/SLEAP Business Rule
- Others

n e
- nEuoSe

View
Set
Profile

Concurrent Hemove

Change Organization

Close Other Forms

4. Double Click Run in the Navigator Window or Single Click Run

and Click the Button at the lower right corner of the
Window. The Submit a New Request Window appears.

Eﬁf’,ﬂ'ﬁuhmit a Mew Request

What type of request do you want to run?

= Single Request
This allows you to submit an individual request.

" Request Set

This allows you to submit a pre-defined set of
requests.

Cancel OK
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FYI: Single Request is the default selection in the Submit a New Request
Window. This should be the way all requests are made.

5. Click the Button in the lower right corner of the Submit

a New Request Window, the following Submit Request Window
appears:

Egj Submit Request
Action Edit Guery Go Folder Special Help

i 2]

— Run this Req

Request Name

Parameters

Language

— At these Times...

As Soon As Possible Schedule.., |

— Upon Completion...
[v Sawe all Dutput Files

Motify Completion Options:.. |
Print Ta
Copy a Prior Request... | Cancel | | Submit Request I

6. Click the List of Vaues (LOV) E:ﬁ Button in the upper left portion
of the Submit Request Window. The Reports Window appears
displaying the possible report selections.
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E%g Reports

Find|sFa % |

|Name |Applicatio=

| SFA LEAPISLEAF Account Mapping Report SFAFFEL
SFA LEAPISLEAP 1288 Application Report- ED Ulser SFA LEAF

| SFA LEAPISLEAR ACTUAL Award Report- ED Lizer SFALEAF

| SFA LEAPISLEAP Actual Award Computation Program SFA LEAF

| BFA LEARPISLEAF Anticipated Award Computation Program SFA LEAF

| SFA LEAPISLEAP Anticipated Award Report - ED User SFA LEAF

| BFA LEARISLEAF Application Log Report - ED User SFA LEAF

5 SFA LEARPISLEAF Award Motification Data Process SFA LEAF

| SFA LEAPISLEAF Directory Report- ED User SFEA LEAF
SFA LEAPISLEAP Drug Free Cerlificate SFA LEAF

| SFA LEAPISLEAP Grant Award Motification - ED User SFA LEAR

| SFA Reguested LEAPISLEAR Funds Repaort SFA LEAF

Find | (6]14 |Cance|]

7.

Double Click SFA LEAP/SLEAP Grant Award Notification or
Single Click the SFA LEAP/SLEAP Grant Award Notification and

Click the Button at the lower center portion of the Reports
Window. The Parameters Window appears.

EE:‘: Parameters

Award Year | |

State I:l

Program | |

4 | i3
Clear I Cancel] OK |

1

Click the List of Values (LOV) =¥ Button in the upper left portion

8.
of the Parameters Window, the following Award Y ear Window
appears:
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Eg’%ﬁwald Year

Find|% |
]Award Year iDescriptiDn
118959-2000 18959-2000
| 2000-2001 2000-2001

Find I Ok | Cancel]

9. Sdect the desired award year from the list, and Click the
Button. The Parameters Window returns with the selected award year
range populated in the Award Y ear field.

Aea ] Mg (AU 22 2001 2002

Trogra |

| | |

Clear | l'.'am:elI (1] ]

10. Click theList of Vaues (LOV) L Button in the upper left portion
of the Parameters Window. The following State Window appears.
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[E5 State

Find|2 |
State iDescriEtinn ”_t
| Ak Alaska

AS American Samoa

AZ Arizona

|AR Arkansas pad
o Califarnia

iele Colorado

cT Connecticut

DE Delaware

oC District of Columhia

FL Flarida

| GA Georgia

aciv; Guam

LHI Hamweaii

1D ldaho

[ lllifois

1M Indiana =
| Irfl

Find (0]%4 Cancel]

11. Select the desired State from the list, and Click the Button.
The Parameters Window returns with the selected State populated in
the State field.

12. Click the List of Values (LOV) =# Button in the upper left portion
of the Parameters Window. The following Program Window

appears.

Eﬁf’,ﬂ'nglam
Find|% |
Pragram |Description o

| BLEAP SLEARP

| -
1 | »

Find I [0]4 |Cancel|
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13. Select the desired Program from the list, and Click the Button.
The Parameters Window returns with the selected Program popul ated
in the Program field.

FYI1: By not selecting LEAP or SLEAP in step 13 above will generate a
notification for both programs.

E\%Paramelers i
&
Avward Year [2001-2002 | 20012002
State Alabama
Program |LEAP | LEAP
| | 2
: ok |

14. Click the Button. The following Submit Request Window
appears:

[E5 Submit Request
Action Edit Guery Go Folder Special Help

il 2

— Run this Request
Request Marme |SFA LEAP/SLEAP Grant Award Notification - ED User
Parameters |2001-2002:AL:LEAP

Language |American English

— At these Times...

As Soon As Possible Schedul |

— Upon Completion...
[ Sawe all Dutput Files
Motify Completion Options... ‘

Print Ta TEST2

Copy a Prior Request... ‘ Cancel ‘ | Submit Request I

15. Click the |__SubmitReauest | g 1o The following Requests
Window appears:
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Bction Edt Quary Go -cider Special Hep

Befresh Data | Find Heguests Submit a Hew Reguest..,
Request IO Farant
Mame Phase Stalu= Pararmebers
iﬂﬂ!ﬁ! SFA LEAP/SLEAP Grant & Pﬁ'm:l!llg’. _ I'ill:mﬂ Z001.200E, AL, LEAF
LR ] SFA LEAP'SLEAP Grant & Completed Moarrm al 20012002, TX, LESH
Hodd Heguesd | Winwr Dutails... | Wicewr LI [t |
Lancel Request | Diagrnstics: ] Wiewr g |

16.

17.

Under the Phase column iou will see the word Pending. You must

continue to Click the Button in the upper left portion of the

above Requests Window until the word Pending Changes to the word

Completed. After you see the word Completed under the Phase
i

Column you will also see that the | ¥« 8usst | Byitton is no longer grayed
out.

To view the report, Click the Button. The following
Report: request ID Window appears:
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EEI'I!:-LIH. regquest 1D - 83471

Bction Ecif Hocm G0 =efden Special Help
1.5, Iepactment of Education =
Basbingtan, D.C. 20202
TEANT AWARD NOTILFICATION
1. B=cipient Informstioo S. iward Ipformation

Mower Alabama Socoovdsaian on Higher Idwation
FRAAvard WMunber: B4 .DE9REC

Lnard Type: Hew

Locaticn: Montgome=cy, AL 36130-2000 botion Humbher: Focmuls
2. Prajezc Desacription 5. hward Feriods
Cade: BE+.0D63R Budget Fevlod: 07,0
Hame: Leveraging Education i==lecance Parcoeszhip Federgl Fupding Perlod: 0770
(LELF| Progcsm
3. Xduotipw Braff T« Lutharized Funding
EL Cowtactl To=t Boript 4.6
Phone: #33-3135-8930 Current Award AVOuUnT:
TAPS Contact: TAFE Papees Hatliwe Previous Cuwmulative Ewvonnt:
Phone: 822-3135-8520 Cmrulative Lronnt:
4. Hey Pereoonel &, Adminizcracive ITnformacion
TIMAES FFOLT.  AMidEd L7 e d o8 =
1 | ¥

Gola. | I st | < Previows | Mot = | Last ol |

18. Click the L% Button to Close this Window. Thiswill take you back
to the Requests Window.

19. Click the L1 Button in this Window. The Navigator Window returns.

FYI: Refer to the Printing Forms and Reports procedure to print
your desired report.

End of activity.
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@

Create & View
Reports
(including Award
Notification-SFA
LEAP Mgr

— Sign on to FMS using
SFA LEAP MANAGER
responsibility.
following Navigator
Window appears: (1)

— Double Click +Others
in Navigator Window
or Single Click
+Others & Click O
Button at lower
right corner of
Window. +Others menu
expands to show
Request, Profile,
Concurrent, & Change
Organization. (2)

— Double Click
+Requests in
Navigator Window or
Single Click
+Requests & Click O
Button at lower
right corner of
Window. Requests
menu expands to show
Run, View, & Set.

(©) i _

— Double Click Run in
Navigator Window or
Single Click Run &
Click OButton at
lower right corner
of Window. Submit a
New Request Window
appears. (4)

— Click OButton in
lower right corner
of Submit a New
Request Window,
following Submit
Request Window
appears: (5)

— Click List of Values
(LOV) OButton in
upper left portion
of Submit Request
Window. Reports
Window appears
displaying possible
report selections.

(6)

— Double Click SFA
LEAP/SLEAP Grant
Award Notification
or Single Click SFA
LEAP/SLEAP Grant
Award Notification &
Click OButton at
lower center portion
of Reports Window.
Parameters Window
appears. (7)

[

—

Create & View
Reports
(including Award
Notification-SFA
LEAP Mgr

— Click List of Values
(LOV) [Button in
upper left portion
of Parameters
Window, following
Award Year Window
appears: (8)

— Select desired award
year from list, &
Click OButton.
Parameters Window
returns with
selected award year
range populated in
Award Year field.
©

— Click List of Values
(LOV) [Button in
upper left portion
of Parameters
Window. following
State Window
appears: (10)

— Select desired State
from list, & Click O
Button. Parameters
Window returns with
selected State
populated in State
field. (11)

— Click List of Values
(LOV) [Button in
upper left portion
of Parameters
Window. following
Program Window
appears: (12)

— Select desired
Program from list, &
Click OButton.
Parameters Window
returns with
selected Program
populated in Program
field. (13)

— Click CButton.
following Submit
Request Window
appears: (14)

— Click Button.
following Requests
Window appears: (15)

— Under Phase column
you will see word
Pending. You must
continue to Click O
Button in upper left
portion of above
Requests Window
until word Pending
Changes to word
Completed. After you
see word Completed
under Phase Column
you will also see

that CButton is no
longer grayed out.
(16)

—

Create & View
Reports
(including Award
Notification-SFA
LEAP Mgr

— To view report,
Click OButton.
following Report:
request ID Window
appears: (17)

— Click CButton to
Close this Window.
This will take you
back to Requests
Window. (18)

— Click DButton in
this Window.
Navigator Window
returns. (19)

@

—
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